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Purpose of BriefingPurpose of Briefing

To assist employees in creating “whole person” resume(s) that best 
represents their skills and competencies

To familiarize employees with USAJOBS On-line Resume Builder
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USAJOBS Resume

Provides an on-line way to create and submit your resume(s)

Formats your resume(s) and includes all necessary information

Enables you to save your resume(s) at any time and access it later to edit

Enables you to apply for jobs using the “Apply Online” feature

NASAJobs web site has an on-line Applicant Guide to help you
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Searching for Vacancy Announcements
and How to Apply

There are multiple web sites in which you can search for NASA vacancy
announcements

USAJOBS.OPM.GOV (can only see external vacancy announcements)

NASAJOBS.NASA.GOV (can see both external and internal
vacancy announcements)

Inside Marshall
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URL to access “Inside Marshall Today”

Where to look for vacancy announcements
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Takes you to NASASTARS Job Search
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If you select this link, 
you will NOT see the
INTERNAL NASA and 
MSFC vacancy
Announcements.
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Important to reading!

Selecting this 
link WILL
take you to 
INTERNAL
and EXTERNAL
NASA Vacancy
Announcements

Where you will find
the INTERNAL
Vacancy
Announcements

Where you can create
Your NEW USAJOBS
Resume
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Where you begin to
develop your
USAJOBS Resume
Account – Remember
you can now have up
to five (5) resumes

If you already have
a USAJOBS
Resume built, login
here.
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USAJOBS

Writing your resume…
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Getting Started

Think about career goals

Review job announcements – specifically the “Duties” section of the 
job announcement, as well as the “Specialized experience 
required” under the Qualifications section of the vacancy 
announcement

Make a list:
Positions, titles, series and grades
Education
Recent job-related training

Adjust your focus from formAdjust your focus from form--based applicationsbased applications
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Describing your Experience

Highlight your major duties as they are related 
to the “Duties” in the vacancy announcement.

Prioritize (most recent experience first)

Concentrate on what you did

Identify important tasks/special projects
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Examples of Job Duties

Conducts scientific studies on the effects of gravity 
on…..

Monitors contractor performance

Calculates the flow rate of …….

Managed a software development team

Administered a local area network
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Resume Writing Style

Be specific 

Spell it out (remember, spell acronyms out once on each page)

Use action words

Use technical terms

Name the tools

Use simple sentences 

Emphasize nouns and verbs; avoid flowery adjectives

Be concise
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Be Specific

DON’T write…
“Responsible for compiling system engineering data.”

DO write…
“Compiled inputs from multiple Engineering Directorate

organizations to present to upper level management”.
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Spell it Out

Avoid using jargon, abbreviations, and acronyms, unless they are common
to a job field. 

Spell out, at least once, the meanings of any abbreviations and acronyms
you use.  
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Examples of Action Words

“Designed and implemented an engineering flight system plan for  …”

“Assisted in building a glovebox for on-orbit use...”

“Prepared and presented a science research report to NASA headquarters 
on ...”
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Action Verbs

Accelerated
Accomplished
Achieved
Adapted
Administered
Analyzed
Approved
Conceived
Conducted
Completed
Controlled

Coordinated
Created
Delegated
Demonstrated
Designed
Developed
Directed
Earned
Effected
Eliminated
Established

Evaluated
Expanded
Expedited
Facilitated
Found
Generated
Increased
Influenced
Implemented
Initiated
Instructed

Interpreted
Improved
Inspected
Launched
Led
Lectured
Maintained
Managed
Mastered
Motivated
Operated
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Other Action Verbs

Ordered
Originated
Organized
Participated
Performed
Planned
Pin-pointed
Prepared
Produced
Programmed
Proposed

Proved
Provided
Proficient in
Purchased
Recommended
Reduced
Reinforced
Reorganized
Revamped
Revised
Reviewed

Scheduled
Simplified
Set up
Solved
Structured
Streamlined
Supervised
Supported
Surpassed
Taught
Trained

Translated
Used
Utilized
Won
Wrote
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Use Technical Terms

“Solid Rocket Booster (SRB) program initiatives”

“Assigned task as a Contracting Officer’s Technical Representative (COTR)”

“Prepared Request for Proposal (RFP)
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Other Required Job Information

For each job list…
Dates: month and year, start and end
Employer’s name and address 
Position title, pay plan, series, grade (if Federal)
Date of last promotion (if Federal position)
Indicate if Federal position was permanent, term or temporary
Annual salary
Hours worked per week
Supervisor’s name and telephone number
All major tasks

IMPORTANT NOTE:  Do NOT lump all your job experience in
one block; example: do not put the GS-13, GS-14 experience all
Together; nor put your GS-7, 9, 11, 12 all together
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Formal Education

List colleges and universities:
Degree awarded
Major field of study
Name of school
Year degree awarded

High school:
List highest grade completed, year graduated, or year 

Diploma/GED awarded
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Other Information

‘Related Information’ enables you to highlight:
Special Presentation/Briefing, licenses, or certificates you received
Training Courses 
Publications you have authored (co-authored)
Awards you have received, that are relevant to the type of position
you are seeking, or
Language skill, honor society membership, etc.
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Quality Check

Proofread and Spell Check

Questions to answer:

Would a third party understand my resume?

Have I included unimportant information?

Have I omitted something important?



Office of Human Capital
“Building tomorrow’s workforce today”

25

Select the NASA
Center for
Vacancy
Announcements



Office of Human Capital
“Building tomorrow’s workforce today”

26

Read carefully – Select “Yes”
You will see internal NASA
Vacancy Announcements;
Select “No” you will only
See external NASA Vacancy
Announcements

Click here to see Vacancy
Announcements at location(s)
you identified on previous
page
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Top level image on
listings of current
open Vacancy
Announcements

Click here to view
total Vacancy
Announcement
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Use tabs to review

each section of

the Vacancy

Announcement
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You are ready to
Apply to the Vacancy
Announcement – Click
On “Apply Online”
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Need to Login
here to access your
resumes
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Select a Resume
you have Developed

Remember, you
can have as many
as five (5) resumes
on file with
USAJOBS

You’ve selected a
resume – now you
apply by clicking
here
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READ
CAREFULLY!!!!

This is a two-step
process and you
MUST
complete both
steps before your
resume is fully
accepted into the
Resume system!

You must wait for
15 secs for system to
take you to
NASAJOBS
site to complete the
application process.
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Again, READ
CAREFULLY!
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Next screen
you will
answer the
questions,
then you are
asked to
“Submit”.

Next screen
Asks you to
Wait; then
you will be
returned to
USAJOBS
screen. 
You are now
finished
applying!
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